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1. Requesting Agency

STATE DEPARTMENT OF PUBLIC WELFAHB

2. Division or Bureau of Requesting Agency

STATISTICAL DIVISION

3. Authorization Requested (Check only one of the squares below).

I"~ Dispose of present accumulation. No
additional accumulation is antici-

pated. Records have ceased to have value
to warrant retention.

Establish retention schedule for re-
cords for which there is a continuing

accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

j/6-~ tj£(J Ccctz£>uu. iv

Microfilm and destroy originals.
Originals if not microfilmed would be

retained for the period of time indicated.

4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

1. SOURCE CARDS

£izet 81" x 11*
Quantity« 8 drawers (12 cubic feet)
Dates$ 193$ - -
File Arrangement! 392 series - Alphabetical

359series - Chronological
Annual Accumulationt $ cubic feet
Audited byi State, Federal, and Internal

Source cards are used for forecasting trends in welfare assistance,
obtaining average case loads, average costs, budgetary purposes, and
are constantly referred to for special atudies. The ^nformation on'
the 3£9 Series cards I s obtained from Wksheets*^d:teonthly^tatlB-

) t ical Reports of services^received fr&mthe/countv -welfare boards,.
In each instance "the ̂ card. i s ruled foi^/two years-1 * entries -

*¥>elag-made monthly.''.'" --f ->

~ffl0l^359-F tHlae)' living Arrangements of Uhiidren in Cases7

Receiving Service atpnd of/Iflonth.

^SIffS-359-L

SCm 359.11 (Salmon) -General Public Assistance Employables -
Sta-tns of Applications and Cases Receiving Contin-
uing Service*

e
CO
CO

(Yellow) Number of Persons Included in Grants
of Assistance*

s m 359-M General Public Assistance - Status of Applications
and Cases Receiving Continuing Service.

7. Agency, Division or Byreau Representative

/feteJl~£%< Director June 2k, 19&
Signature Title Date

Schedule Authorized as Indicated in Col. 6 by Hall of
cords Commission.

tW~ut.
Date Archivist

Disposal Authorized as Indicated in Col. 6 by Board of
Public Works.

L
JUl I 1 ,955

Date Secretary
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

-T5DHJ 359-M

feBWT3$9-M

W W 3 5 9 - M

1&B2:359-M

SDJW. 359-0

^sror 359-0

SHPW 359-0

SBQT 359-P

kgw 359-Q

SHPW 359-4

359-T

SDfJ^35SMT

(White) - Aid to Permanently and Totally Dis-
abled - Status of Applications and Cases Receir-
ing Continuing Service.,

(Brown) - Public Assistance to the Needy Blind -
Status of Applications and Cases Receiving
Continuing Service.

(Green) - Aid to Dependent Children - Status of
Applications and Cases Receiving Continuing
Serviee.

(Yellow) - Old Age Assistance - Status of Appli-
cations and Cases Receiving Continuing Service*

(White) - Aid to Permanently and Totally Dis-
abled - Number of Individuals Assisted, Obliga-
tions Incurred and Average Grant per Individual.

(Broun) - Public Assistance to the Needy Blind -
ftimber of Individuals Assisted, Obligations In-
curred and Average Grant Per Individual.

(Yellow) - Old Age Assistance - Number of Indi-
viduals Assisted, Obligations Incurred and Aver-
age Grant Per Individual.

(Green) - Aid to Dependent Children, Number of
Families and Recipients Assisted, Obligations
Incurred for Assistance, and Average Grant Per
Family, Per Recipient, and Per Child.

(Saloon) - General Public Assistance - Buaber of
Cases Assisted, Obligations Incurred and Average
Grant Per Case.

(Saloon) - General Public Assistance Etaployables-
Ifonber of Cases Assisted, Obligations Incurred
and Average Grant Per Case.

(Blue) - Foster Care - Number of Children for
Whom Boarding Payments are Hade, Obligations
Incurred-and Average Payment per Child.

(White) - Service at Request of Other Agency -
Public Assistance, Old Age Survivor's Insurance,
Selective Service Boards and Others. '
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REfc^ST FOR RECORDS RETENTION S C H ^ L E
(Continuation Sheet)

SCHEDULENa I .. 18fc
PAGE .
NO. 3«

No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

5Q^>
SBPtL 359-V (Blne)A- This form Includes the following eight

categories i 1, Foster Care Other Than Adoption t
2. Foster Care, Adoption! 3. Protective Ser-
vice for Children-Fafflijiesi U. Service to
Parents in Relation to Foster Carei £. Service
to Parents in Relation to Adoption! 6. Adoptior
Investigations for the Courtst 7. Service-
Training Schools, Supervision Familiest and
8. Service-Training Schools, Admission and Dis-
charge Investigations.

SDTBr-3£9-W (Blue) r Approved Agency Adoptive-Home Status
of Applications and Cases Receiving Continuing
Service (Foster Homes)

3!>9-X (White) - Status of Requests for Certification
for General Hospital Care*

8HSL 359-X

NSDPW 359-Z

(White) - Status of Requests for Certification -
for Chronic Hospital Care*

(TOiite) -i Status of Request for Certification •
for Special Type Hospital Care and Mental Hospi-
tal Care*

The information for tfee-392-series -^obtained from the Quarterly
Population Reports submitted by Child Care Agencies and Institutions
Cards in this series are ruled for four years1 Quarterly Entries.

SDPK^392-A (Green) - Status of Rumber of Children under
care and Huatoer of Families Represented by
Children Under Care at Bid of Quarter.

'5DFK 392»B (Green) - Type of care Received by Children on
Last Day of Quarter.

SBPR 392-C (Green) - Number of Days Care Given to Children.

RBCOMMENMTIONt RETAIN PE8H&BEHTLI.

MOOTHLT STATISTICAL REPORT OF SBtTICES

Date ....

>-i lj> t > i

Form Ho.t SDPW - 2$0
Sizet 8|* x 11" (3 pages)
Quantity* 3 letter-sise drawers (1^ cubic feet)
Datest July 19U7 • -
File Arrangement! Chronological
Annual Accumulation! less than \ cubic foot
Disposable Amount! 3 cubic feet
Audited byi Federal, State

Monthly report summarising local departmental activities submitted

£o
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PAGE
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5m
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

to State Department, shoving the following information*

A* Summary of Requests for Information Services
B. Summary of Assistance
C* Summary of Protective Service, Foster Care of Children

and Adoption Services*
D, Summary of Service to Training Schools and of Certifica-

tions as to Eligibility for Care at State Expense.
£• Summary of Services at Request of Other Agencies and

Local Services* .
F* Detail of Children Receiving Foster Care or Adoption

Service*
0. Detail of Agency Adoptive Homes
H. Detail of Living Arrangements of Children in Cases Receiv

ing Service at End of Month*

Information under the various headings above i s detailed as to type
of assistance and program* Copies, of the reports are retained by
the originating office*

Data in these reports i s used to prepare Source Cards, the monthly
financial and statist ical report, the annual report,•staff measure*
nent report, and for ascertaining administrative cost by program*
This information i s also used to prepare reports of the assistance
program submitted to the Federal Social Security Administration,
Public Assistance Division*

RECOMMENDATION} RETAIN FOR THREE TEARS OR UNTIL AUDITED (STATE AND
FEDERAL), WHICHEVER I S IATER, AND THEN DESTROY.

REPORT OF DISTRIBUTION OF ASSISTANCE GRANTS

Sisei 8|* x 11»
Quantity! 1 letter—siae drawer (l| cubic feet)
Datesi 19U0 - -
File Arrangementi Alphabetical by county by year^,.
Annual Accumul&tioni 2 linear inches
Disposable Amounts 1 cubic foot

•_?

HO
W L 1 1.

This file consists of SDPff forms £03 and 603* Fora £03 is a single
page report for each of U categories - Old Age Assistance, Public
Assistance to Needy Blind. General Public Assistance, and Aid to
Permanently and Totally Disabled* Form 603 is an 8 sheet form con-
cerned with Aid to Dependent Children* These forms are prepared
annually for one month only (generally September) by each county*
These reports are required by the Federal Social Security Adminis-
tration and are also used by the State Department for preparing the
budget and estimating the effects of changes in assistance standards

RECOMMENDATION! RETAIN FOR THREE TEARS AND THEN DESTROY.
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4.
Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet"). Show recommended retention period.

SCHEDQLE-
186

PAGE
NO. * .

6. Recommendation
of Hall of Records
and Board of Public
Works.

u.

5.

MOOTHET REPORT OF CASELOAD COVEBAOE

Font Ho. i SDPW 217 and Worksheet
Sisei 8f« X 11«
Quantity! 2& letter-sise drawers (U cubic feet)
Dateal 1 9 U 1 - -
' File Arrangement! By County and Chronologically therein
Annual Accumulation! 6 linear inches .
Disposable Amount! 3 cubic feet

These reports are submitted monthly in duplicate by each county* .
They are compiled from the caseload control cards, maintained by
the county, and show the status of caseload in regard to periodic
case reconsideration* The form indicates reconsideration on cases
completed; begun and not completed) and not begun, indicating when *
reconsideration is due* Form 217 covers four types of aid} Public
Assistance, Foster Care, Foster Home, and State Aid Special Type
Hospital. The State Department prepares a monthly worksheet, one
for each type of aid, showing by County and State total the case-
load coverage. The reports and worksheets are used for administra-
tive purpo8ea and by field supervisors to determine continued eligi-
bility for assistance or service.

RECOMHENDATIOKl . RETAXH FOR THREE TEARS AFTER RECEIPT AND THEH . •
DESTROY.

MONTHLY REPORT ON RE&SOHS FOB MAKEHQ GRANTS, EOT MAKIHG GRANTS, AND
CANCELLIHQ GRANfS.

Si«e? Sg« x H «
Quantity* 8 letter-sise drawers and 3 transfiles (18 cubic

feet)
Dates! 1937 - -
File Arrangeaents By county and chronologically therein '
Annual Accurailationt 1 cubic foot v £O,->fvh
Disposable Amount! 1$ cubic feet , ( j ,„-

Date -w °
This file consists of three sijigle-page formal Ay,

SDPW 236 Report of Reasons for Making Grants ofXssistancc
for Month of - '

SDFW 237 Report of Reasons for Not Making Grants of
Assistance for Month of

SDFW 23d Reports of Reasons for Canceling Grants of •
Assistance for Month of

All three farms are received from each county and show the follow-
ing inforaationi case, number, name, code, and statement of reason
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SCHEDULE
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PAGE
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V>em
No.

5. Description of Records .
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). . Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

6.

T * !>• {•

for the action taken regarding the ease.

RECOMMENDATIONS RETAIN FOR THREE TEARS AFTER
DESTROT.

SUMMARIES OP SDH? FORMS 236*, 237. and 238

AND THEN

Sises 8§«xll'»
Quantity* 1 letter-size drawer (is cubic feet)
Datest 1937
File Arrangements By county and chronologically therein *
Annual Accumulations 1 linear inch
Disposable Amount! § cubic foot

The monthly reports listed in Item-3 above are summarized by county,
city, and state, and are used for charting and analysing trends, for
budgeting purposes and for formulating policies and standards*

RECOMMENDATION* RETAIN FOR TEN TEARS AND THEN DESTROY.

PARTICIPATION IN ADMINISTRATIVE COSTS (WORKSHEETS)

Quantity! U cubic feet
Datest 1 & 3
File Arrangements By county and chronologically therein
Annual Accumulations less than & cubic foot v ? ;
Disposable Amounts 3 cubic feet ..-.*
Audited bys State and Federal "

This file contains the following materials tow
JJL 1 L 1

SDPW 23U (^« x 8i») Daily Report of ftnnber of Interview "
—>

..r&.Vlf Table C

SDPW 398

SDPW 398A

Submitted Daily by Each Case Worker for * Three
Month Period (January, February, and Uarch).

(8i* x Hi") Two-page report * Calculation of In-
terview Time by Program for Awi-wai Three Month
Period for Which Interviews are Reported and
Weight Per Case by Program.

(6l» x 11") Calculation of Percentages to be
Applied to Administrative Costs to Determine
Amounts Chargeable to Each Program*

(8|" x 11") Percentage Distribution to be Applied
to Administrative Costs*

The forms are necessary to determine the amount of Federal partidpa<
tion in the cost of administration of the various programs adainiS'
tered by the State Department*
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PAGE
NO.

im
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

8.

RECOMMENDATIONS RETAIN FOR THREE TEARS OR UNTO. AUDITED, WHICHEVER
I S IATER, AND THEN DESTROY.

9.

ASSISTANCE W E TO UNEMPLOYMENT (STATISTICAL DATA)

Form No.i 366
Sizet dkm x n » ' •
Quantity) 1 cubic foot
Dates* July 19it9 - •»
File Arrangement i By county and chronologically therein
Annual Accumulationi 1 linear inch
Disposable Amounti \ cubic foot

TM.fi form, Report on Information on Families and Individuals Coming
to Department Because of Need Due to Unemployment, is forwarded
monthly by each county board to the State Department. The report
shows the family name, members of family, dependents,' date last
employed, status, employability of vage earner, whether receiving
unemployment compensation and whether registered -with the State
Ernployment Service. Also included In the file is Form SDPW 317
(£%" x ll") which is a summary of the above information on a State-
iride basis by county. The two fonts are used for statistical re-
search purposes.

RBCOHKE8DAT330NI RETAIN FOR THREE YEARS AND THEN DESTROY

SBi'I-AHNUAL STATISTICAL REPORTS (OLD AGE ASSISTANCE AND AID TO

CO
CO

of
UJ O

DC CtZ

Ui&WUEm CELUMEJi

MO

r»- IC 'Sib

Siset 6i» x 11»
QuantHyt 1 cubic foot
Datest 1950 -
File ArrangenentJ Chronological
Annual Accumulationt § cubic foot
Audited by 1 State and Federal

This file consists of two reportst

Form SDTW 63 Semi-<innual Statistical Report on Concurrent
Receipt of Public Assistance and Old Age and
Survivor's Insurance - Old Age Assistance

Fora S D W Qx Semi-annual "Statistical Report on Concurrent
Receipt of Public Assistance and Old Age and
Survivor's Insurance - Aid to Dependent Children.

From these t»o forms a report is prepared for the Federal Social
Security Board. These reports are used for estimating budget needs
ind to determine the effect of Social Security payments on the number

• MttKS
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Item
No.

5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the- records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.

30.

VO
j

0 1 .

of assistance cases carried by the State Department*

RECOMMENDATIONS RETAIN FOR THREE YEARS OR UNTIL AUDITED, WHICHEVER
I S LATER, AND THEN DESTROY.

QUARTERLY POPPIATION REPORT

Form No*t 392
Size* 8i» x 11"
Quantityt 2 letter-size drawers (3 cable feet)
Datest 1939
Pile Arrangement! Alphabetical
Animal Accumulation* 2 linear inches
Disposable Amount! 2 cubic feet

This form, Quarterly Population Report From licensed Agency or In-
stitution, is forwarded to the Department by Child Care Agencies
and the State Training schools. It is used for statistical purpose*
primarily and also by the licensing section of the Department as
a review of the licensee's ability to handle the number of children
being cared for* Information on these reports is posted to the
source cards, (392) series*

RECOMMENDATIONS RETAIN FOR THREE YEARS AHD THEN DESTROY*

MONTHLY STATISTICAL REPORT OF TRAINING SCHOOLS

Form No,t IjOU
Sizet 8|» x 11"
Quantity: 1$ cubic feet
Dates! I$h6 - -
File Arrangement: by institution (alphabetical)
r̂ftrpai Accumulation t 3 linear inches
Disposable Amount! 1 cubic foot

The State Department receives this U-page report from each of the
four training schools under the supervision, direction, and control
of the Department* The report shows the number of boys or girls
in the institution, or on parole, number of days* care given in the
Institution* the distribution by county and by type of commitment*
The reports are used to analyse institutional population trends
to forecast the future needs of the school, and for the preparation
of the annual report*

RECOMMENDATION! EBTATN FOR THREE YEARS AND THEN DESTROY*
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5. Description of Records
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate, inclusive dates, and quantity
(cubic or linear feet). Show recommended retention period.

SCHEDULE"
NO. f 186
PAGE
NO. 9.

6. Recommendation
of Hall of Records
and Board of Public
Works.

12, SOCIAL SECTRITT REPORTS

Quantity* U cubic feet
Datea* 1938 •.-,.-•..•
File Arrangements Chronological
Annual Accumulations 2 linear inches
Disposable Amounts 2 cubic feet
Audited .byi Federal, State, Internal

The Department submits several reports to Federal Agencies* These
are necessary for allocation of Federal funds, for coordination of
State and Federal programs, and for research purposes. The various
forms used arei

Bureau of Public Assistance

. Form No*

PA-20U (11" x 17")

PA-*271

PA-277 (8" x 12?,")
3 sheets

PA-2OO3 (10|0 x 16")

PA-2016 (8" x i d * )

GO
CO

«=> s
UJ O

°̂

O

Monthly Statistical Report on Public
Assistance
Annual Statistical Report on Distri-
bution of Payments - Old Age Assist*
ance, Aid to the Blind, Aid to Per-
manently and Totatally Disabled
Annual Statistical Report oh Distribu-
tion of Payments - Aid to Dependent
Children =
Interpretive Outline Relating to Semi-
annual Statistical Report on Staff of
Public Assistance Agencies (Form 2003)
Annual Statistical Report on Staff of
Public Assistance Agencies*
Aid to Dependent Children - Statistic*
Report on Notices Sent to Law Enforce-
*aent Officials •
Other special Reports

Children*s Bureau

CB-25L-S (8» x 10H Report from S t a t e Agencies on Service
t o Individual Children by Publ ic Wel-
fare Agencies .

RBCOMMMDATIONl RETAIN FOR THJ TEARS AND THHJ DESTROY.
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